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Job Description
	For HRU use only
	Ref: DBS3357


	Directorate
	CYPL

	Section/Location
	Employment and Skills

	Post Title
	Employment Advisor

	Permanent/Temp
	Temporary

	Grade
	Grade 7

	Responsible to
	Programme Manager

	Responsible for
	Providing high quality support, guidance and mentoring to unemployed people to access new employment and training opportunities

	Job Purpose

	The purpose of this role is to work on the employment projects to provide a flexible and innovative approach to engagement and case management of working age unemployed people by providing support, advice and guidance to address multiple barriers and assist transitions into sustainable work. A key theme will be to work with a range of partners and agencies to deliver a holistic service to tackle deep-rooted, generational worklessness.



	Job Content

	Key tasks

· Provide an intensive case management on a 1-2-1 basis, which supports the clients to overcome difficulties and barriers to entering sustained employment and full time learning.

· Engage with unemployed residents to identify their needs and strengths in a coherent and comprehensive way undertaking a range of assessment activities and developing written assessments, action plans and referrals where appropriate.

· Work with partners, providers, local employers, parents, carers and families in order to engage and motivate people to reach their full potential.

· Identify strengths and weaknesses in provision in order to improve services for unemployed people.

· Empower people to make decisions in order to realise their full potential.

· To provide effective information, advice and guidance, including assisted job-search, to unemployed residents to help them identify opportunities within the current labour market.

· To add value by developing networks with those involved in other client and employer engagement activities to support collaborative working and avoid duplication.

· Ensure smooth transition into employment or training, within appropriate time scales to meet contract requirements.

· Ensure all paperwork and activities are completed correctly and on time.

· Actively manage individual financial budget ensuring value for money and financial procedures and processes are observed to maximise sustainable employment outcomes.

· Build up and maintain a wide working knowledge of the local labour market and opportunities for training to benefit workless people.

· Achieve employment targets around engagement of clients into sustainable work.

· Identify, develop and implement innovative ways to address worklessness.

· Identify key barriers for workless people through clear accountable diagnostics and put in place solutions to address these, including ensuring access to e-mail, registration on Universal Job-match and access to a bank account for all residents engaged.

· Be accountable for accurately recording, reporting and monitoring customer progress and journeys into employment using a client management database.

· Design and deliver packages of support and route-ways for customers, integrating with colleges, employers, the voluntary sector and providers of specialist support and training.

· Prepare and deliver motivational sessions to groups, individuals and partners to assist clients towards achievable employment goals.

· To coach and prepare the client for job interviews, support with application completion and increase their IT literacy.

· Contribute and adhere to North Tyneside Council’s policies and procedures and quality standards; have knowledge of the policies, procedures and practices of any associated organisations being worked with.
· Be responsible for own administration and record keeping, capture this information in appropriate paper and electronic based systems as required, and assist in the collection and interpretation of monitoring information, including customer and stakeholder feedback, in accordance with the funders requirements.


	Performance standards

	All staff work within the overall context of North Tyneside Council’s Individual Performance Review system.
Each Advisor will engage with around 60 unemployed or economically inactive people of working age who are referred onto the programmes and contribute to overall programme targets progressing individuals into training, self employment, into employment. 

All participants will receive intensive support and job search advice throughout. 
Must carry out his or her duties with full regard to the Equal Opportunities Policy of North Tyneside Council and must treat all clients and users of the service with equal respect.

Must at all times comply with the Health and Safety Policy and procedures and draw to their line manager’s attention any unsafe working practices / conditions.

To ensure compliance with North Tyneside Council agreed policies, procedures and regulations as a duty of service.

Staff are bound by a statutory duty to safeguard and promote the welfare of all children and young people.


	Working conditions

	Occasional unsocial hours as and when required, including evenings and weekends.



	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Understanding of the transition issues facing unemployed people when accessing work.

Ability to assimilate and interpret a varied range of information.

Provide guidance and counselling to unemployed people, and through a process of assessment, present plans of action that show constructive and realistic learning and career pathways. 

Understanding of non-Participation in Learning issues and potential barriers to education, employment or training.

Highly developed interpersonal, negotiation and counselling skills to support a wide range of client needs and to network with a variety of partner agencies.

Ability to develop an appropriate relationship with people and motivate them.

Ability to deal with the emotional demands of unemployed people and their family members.

Group Work and Presentation Skills. 

Good time management skills required to take initiative and to plan own schedule of work.

Commitment to equality and diversity which seeks the best possible outcome for each work experience

Capable of using ICT to use and access a range of information and for communications e.g. report writing, emails and to record client intervention activity.

	Understanding of the principles of data protection and information sharing issues.

Knowledge and understanding of relevant legislation as well as knowledge of Child Protection Procedures.

Knowledge of Learning options and the Local Labour Market in Tyne & Wear.

Ability to negotiate with providers.


	Application Form

Interview

References

	Qualifications and Training
	Be DipCG or QCG qualified (level 6), or hold an NVQ level IV in Advice & Guidance (including Interview skills units) or 3 years post qualification experience in the same role.

	Willingness to complete, or be working towards, an NVQ IV level in Information, Advice & Guidance as a minimum, but with an expectation that a Level 6 qualification in Careers Guidance will be undertaken at a suitable point determined by the service.

	Application form.

References

Verification of original certificates.



	Experience
	Working or volunteering with unemployed people, preferably in guidance giving situations.


	Experience of using a database to record activity and outcomes.


	Application Form

Interview

	Special Requirements
	Willingness to occasionally work unsocial hours as required including evenings and weekends.

	
	Interview
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